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be reflected in the Terminology Repository. Abbreviation, acronym, and
initialism (also known as shortened word forms) sections will follow the
appropriate document guidelines.

c. Unclassified issuances with multiple volumes should create one
glossary for all common terms and definitions of that set contained within
Volume I of the issuance. Only terms and definitions unique to individual
volumes should be contained in volume specific glossaries.

d. New and existing terms will be vetted by the author for existence in
the DOD Dictionary and the Terminology Repository through the process
outlined in Enclosure B. DOD documents should use approved, widely
recognized, and accepted terminology already in existence. Authors should
first reference the DOD Dictionary and then the Terminology Repository, to
preclude creating alternate and unique DOD definitions unnecessarily.

e. Terms in glossaries should be properly sourced to the base document
or referenced to the document of origination. For JPs, see reference g for
annotation guidance. For issuances, when terms appear in other document
glossaries (e.g., DOD Dictionary or Terminology Repository), definitions should
reference the source document as detailed below.

(1) When the source is the DOD Dictionary it should read as
“Defined in DOD Dictionary” without the definition. Alternatively, the
definition can be listed but must be verbatim.

(2) When the source is the Terminology Repository, the base
issuance shown in the Terminology Repository should be listed as the source
and not the repository itself. For example, if the author wants to use the
definition already included in the repository for ‘date of separation’ sourced to,
for example DODI 1315.18, the entry can read one of two ways:

(a) The definition can be repeated verbatim, followed by a
reference to the source document, “DODI 1315.18.”

(b) The definition does not have to be repeated and would be
shown as “date of separation. As defined in DODI 1315.18.”

4. Methods to Manage DOD Dictionary Terms and Definitions. DOD
terminology additions, modifications, revalidations, or deletions will be
processed using procedures established in reference a as well as Enclosure B of
this instruction.

a. Terminology Changes to the DOD Dictionary. Additions,
modifications, revalidations, or deletions of terminology for the DOD Dictionary
must be approved using one of the following five methods:

A-2 Enclosure A
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contact, Joint, Service and NGB terminologists will provide recommended U.S.
positions for consideration to J-7.

A-4 Enclosure A
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ENCLOSURE C
DEFINITION WRITING GUIDE

1. Criteria for Terms and Definitions

The DOD Dictionary supplements common English-language dictionaries with
standard terminology for military and associated use. A definition is a formal
statement of the exact meaning of a term that clearly distinguishes it from
other terms. A description, in contrast, is a narrative containing explanatory
information about the term or its use, and is not constrained in format or
content. Only definitions are included in the DOD Dictionary. Accordingly, the
following criteria are used to determine the acceptability of terminology for
inclusion in the DOD Dictionary and guidance for other terms in issuances:

a. The term in a standard, commonly accepted dictionary is inadequate
for DOD use.

b. The term is not a standard dictionary definition with non-definitional
text added. Example: capability - The ability to complete a task or execute a
course of action under specified conditions and level of performance.

c. The term is not self-defining. Example: bomber aircraft — An aircraft
that is capable of delivery bombs.

d. The term is not a policy term that competes or overrides a doctrinal
term in the DOD Dictionary.

e. The proposed term follows established procedures in this issuance.
Verification must be provided that the DOD Terminologist approved; otherwise
the term will only be reflected in the Terminology Repository.

f. Reflects extant DOD capabilities and practices.

g. Of general military or associated significance. Technical or highly
specialized terms may be included if they can be defined in easily understood
language and if their inclusion is of general military or associated significance.

h. Terms for weaponry are limited to generic weapon systems.

i. Are not to consist of or contain shortened word forms; e.g.,
abbreviations, acronyms, or initialisms.

j- Must be UNCLASSIFIED (including shortened word forms) and marked
as such if in controlled (e.g., FOUO) or classified documents.

C-1 Enclosure C
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k. Are not prowords, code words, brevity words, or NATO-only terms.

1. Are not Service-specific or functionality-specific unless they are
commonly employed in U.S. joint force operations.

m. An approved joint term with similar definition does not exist.

n. Must be consistent with U.S. law, treaties, international agreements,
and executive orders.

o. Noun terms should be in singular form.

p. With few exceptions, should be general terms, not proper names.

q. Cross reference entries, i.e., ‘also called’ terms, will not have a
separate entry. Example: ‘Universal Time’ is also called ZULU time,’ but no

separate entry for ZULU time’.

r. Terms must appear and be used in the body of the document, not just
in its glossary.

s. Proposed entries should be written as a definition and not as a
description.

2. Definition Writing Guidance. The following guidance should be followed
when developing terms and definitions intended for inclusion in the DOD
Dictionary (example definitions are provided for instructional purposes only
and are not intended to be authoritative):

Step 1: Research

0 Proposed term meets the “Criteria for Terms and Definitions” outlined in
paragraph 1 of this enclosure.

Step 2: Development Principles

O Clear -- Address the meaning of the term only. A definition should not
contain doctrinal or procedural information, i.e., it should focus on describing
“what” a term means and not “how” or “why” the term is used. Definitions

should not address the term itself, e.g., “An overarching term...”

[J Concise -- Be as brief as possible, including only information that makes the
term unique. Limit the definition to one sentence whenever possible.

Cc-2 Enclosure C
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intelligence -- The product resulting from the processing of information
concerning foreign nations, hostile or potentially hostile forces or
elements, or areas of actual or potential operations.

open-source intelligence - Intelligence derived from publicly available

information, as well as other unclassified information that has limited
public distribution or access.

C-5 Enclosure C
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ENCLOSURE E

GLOSSARY

1. Shortened Word Forms (Abbreviations, Acronyms, and Initialisms)

CCMD Combatant Command

CJCS Chairman of the Joint Chiefs of Staff

CJCSI Chairman of the Joint Chiefs of Staff Instruction
CSA combat support agency

CUI controlled unclassified information

DD/JED  Deputy Director, Joint Education and Doctrine
DOD Department of Defense

DODI Department of Defense Instruction

JP joint publication

JS Joint Staff

NATO North Atlantic Treaty Organization

NGB National Guard Bureau

OSD Office of the Secretary of Defense

WHS Washington Headquarters Service

2. Criteria for Shorted Word Forms.

The list below is not an exhaustive list of criteria for shortened word forms but
is provided as general guidance for organizations in their creation and
management. Shortened word forms listed in reference b reflect those used in
individual joint doctrine publications. Additional detail on shortened word
form construction and guidance may be found in organizational standard
operating procedures. Avoid overuse of acronyms, reference j.

a. Must be unclassified and marked as such if in controlled or classified
documents. This means a glossary has to be marked unclassified to
have the terms and definitions considered for inclusion on the DOD
Dictionary or Terminology Repository.

b. Must be more than one letter.
c. Should avoid duplicating existing or combining shortened word forms (to
create new forms) and must only have one meaning within a single document.
d. Should generally use capital letters.
e. Shortened forms should only be created when needed and commonly
used. All terms do no not need a shortened word form.
f. Establish acronyms in a document only when the term is used more

than once within the body.

E-1 Enclosure E






